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Check Printing and Voiding Checks 

Printing, Re-issuing and Voiding Checks  
 

his chapter is written solely for generating printed checks, for paying those invoices that 
have been selected through the "Select for Payment" option.  Checks are assumed to 

have equal size areas for check and counterfoil with each area 3.5" by 8.5" (total size is 7" x 8 1/2" 
excluding continuous form feeder strips). 

There are three methods on printing checks: 

1. Select for payments 
2. Printing checks by choosing range of entries or accounts. 
3. “Quick Check(tm)” - Check Writer Printing for immediate payment such as C.O.D. 

SELECT FOR PAYMENT 

Purpose:  This option allows you to select which 
invoices you would like to be paid.  You can select an 
individual invoice or a range of invoices.  A printout 
of the invoices selected can also be generated through 
Reports <F3>.  

To access the Select Payment screen: Go to Appak –
Accounts Payable Menu, push  <F8> Tickler Files, 
choose P- Payments Due, see illustration. 

1. Under GL Control, enter the GL 
control # you want to pay, e.g. 
2110.000. This will list the entire 
invoices. An exclamation mark (!) 
means payment is due.  

T 
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2. To mark the invoices you want to pay, push <up or down arrows> to highlight the invoice 
and push <ENTER> to toggle. This will put a check mark on the column “Pay” for that 
line. Mark or tag all the invoices you want to pay. Once you finished selecting all the 
invoices you want to pay, push <ESC>. This will bring you to Accounts Payable Issue 
Check screen. Appak will seed the cut off date and GL control account to be used 
automatically.  

3. Push <ENTER> and the current 
check number will be seeded. If 
this check number is correct, push 
enter. The checks will be 
printed with all the 
information ready for 
mailing.  

Note: <ENTER> function 
key toggles and untoggles 
the invoices. 
 

Printing checks by choosing Range of Entries or Accounts:   

Purpose: If you are going to print several checks in one time and save time, you can use this 
feature to print checks. To get to this screen, go to Appak –Accounts Payable Menus, 
push <F7>, choose S-select for payment (see illustration).  

 
Range of Entries or Accounts:  You can select 
invoices to be paid by either the entry numbers or 
the account numbers.  If you wish to select by 
entry number, enter the number or range of 
numbers in this field and press <ENTER>.  If you 
wish to select by account number, press 
<ENTER> on the "Entries" field to move to the 
"range of accounts" field.  Enter the account 
number or range of account numbers to be 
selected and press <ENTER>.  Each possibility is 
described below: 
     
     If you have selected one invoice by entry 
number to pay (as opposed to a range of invoices), the information for that single invoice is 
displayed by APPAK.  The cursor moves directly to the "Amount to Pay" field. 
 

If you have selected a range of invoices to pay by entry number, APPAK moves to the "Range 
of Dates" field. 
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If you have selected a range of ACCOUNT numbers with invoices to pay, APPAK moves to the 
"Range of Dates" field.  
 
Date Range Through:  If you have selected a range of Entry Numbers or a range of Account 
Numbers, APPAK moves the cursor to this field to allow you to select a range of dates between 
which invoices will be selected to pay.  NOTE:  The date used for this field is the "Due Date". 
   
GL Sub-account Mask:  Recall that a General Ledger account has four digits, a decimal point and 
four more digits for the sub-account.  Your entry here allows you to select invoices based on the 
sub-account number for your General Ledger Accounts.  If the mask fits ANY ONE of the 
DISTRIBUTION account numbers on the invoice, the invoice is selected for payment (or 
deselected, if you have chosen that option).   

You can leave this blank or place a star (*) in this field, either of which will include all sub-
accounts.   You can use a comb ination of digits and question marks to wildcard sub-accounts with 
digits in specific positions (for example, 2?3? will include all sub-accounts which begin with 2 and 
have a 3 in the third position, regardless of the remaining digits).  You should use care in using this 
mask to ensure you do not include undesired sub-accounts.  However, you can always change the 
status of an invoice from select to deselect (or vice versa). 
 
 Select or Deselect?:  If you have selected a range of accounts or entry numbers, APPAK moves 
to this field to allow you to select or deselect the range.  All invoices within the range, which fit the 
GL Sub-account Mask, are selected or deselected (you cannot specify some to be selected and 
some deselected, but you can rectify this).  As each invoice is displayed, the status of that invoice 
is given at the top of the invoice information.  You will see "Currently Selected" or "Currently 
Deselected". 
     
     It is suggested that you generate the "Invoices Selected for Payment" report.  Review this report 
with regard to invoices falling within ranges entered here.  You may wish to change one or more 
invoices within the range from select to deselect (or deselect to select).  To deselect an invoice 
appearing on the report, enter the invoice entry number and enter a zero in the "Amount to Pay" 
field.  To select an invoice, enter its entry number and the "Amount to Pay". 
 
Entry #:  As each invoice is selected, information for this invoice is displayed.  In the area just 
above this field, you can see whether the invoice is "Currently Selected" or "Currently 
Deselected".  The information provided for the invoice includes the Entry Number, the Account, 
the Company Name, the Invoice Number, the Description, the Date Due, and the Balance.  The 
operator does not have access to these fields. 
 
Amount to Pay:  If you have selected a single invoice entry number, the amount to pay on this 
invoice is seeded by APPAK.  You can change this amount, if desired.  If you have previously 
"selected" this invoice for payment, entering a zero has the effect of "deselecting" the invoice.  
 
If you have selected a range of entry numbers or account numbers, the amount to pay is seeded by 
APPAK from the invoice (in this case, the operator does not have access to this field).   
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Selected Total:  APPAK automatically displays the total amount for all invoices selected through 
this screen.  If you leave the screen to perform some other function, then return to complete the 
invoice selection, APPAK does not automatically display the previous total accumulated, but you 
can obtain this information.   
 
Print selected entries: Push <F4> to print the selected entries. You can send the report to your 
default printer.  

Some of the function keys which comes in handy are:  
   
<F7> function key:  If you leave the Invoice Selection For Payment screen to perform some other 
function and then return to this screen to complete selection, you can request APPAK to display 
the previously accumulated total by pressing <F7> Retotal Selections.  This accumulated total is 
stored by APPAK until invoices are paid with the "Issue Checks" option.  
   
 <F8> function key:  You can request a printout of the entries selected by pressing the <F8> 
function key.   
               
     Enter the date, which will appear, on the checks.  APPAK automatically examines the records for 
discounts and computes any applied.  The printout is automatically sent to the printer.  A sample 
of the report is shown below.  This report is printed in condensed print.  
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 QuickCheck(tm) - Check Writer  
 
Purpose:  This option allows you to generate a check quickly for such purposes as paying for a 
C.O.D.  The information entered is identical to that entered through the "Invoice Entry and 
Change" screen.  The difference is that this option generates the check automatically (you do not 
need to go through the "Select for Payment" option to generate the check). 

        To quickly generate a check, do the following: 

1. Go to Accounts Payable menu; press <Enter> to go to Appak- Invoices Entry Screen. 
2. Enter the invoice and fill in the necessary fields.  

When its time to save the entry, 
choose S-elect to Pay. Push  <ESC>. 
The next pop-up screen will show you 
the number of invoices, and the 
amount of the total invoices. If the 
amount is correct, enter Y-yes. The 
entry number stores the invoice and 
the check will be printed afterwards.   

Note: Be sure the checks are loaded 
into the printer prior to pressing 
<ENTER> after answering yes to this 
question.  If you answer N (no), the 
entire screen's entry is ignored. 

3. On the next screen, the date and default ledger account to be used will be seeded on the 
fields. Push <ENTER> and the check will be printed. 

4. If you want to cancel the check printing, you need to untag the invoices selected. 
 

.       
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Voiding and Reprinting Issued Checks 
 

Purpose: Through this option, you can reprint checks, which have already been issued. Checks 
lost in the mail or printer malfunctions make this option especially useful, and you need to void the 
check and reprint it. Follow the steps below on how to do this: 

1. Go to Appak- accounts Payable Menus, push 
<F7> for Operations, then choose C –checks.  

2. On the Check Register Screen, enter the check 
number you want to void, once the check 
number is highlighted, and push <F9>; this will 
tag the check you entered. If you have several 
checks to void, tag them now. 

3. Push <F6> to delete the tagged check. (See 
illustration). If you want to re-issue another check 
number for that invoice and void the tagged check 
number, enter Y –yes to process the tagged 
check. 

4. If that tagged check is reusable for 
printing, push the letter C to move the check 
mark to Reusable and enter Y-yes to process 
the check. Pushing the letter I will leave the 
invoice unpaid. 

5. If you enter N-no (not to process the tagged 
checks), it will not do anything and will bring 
you back to the check register. If you enter Y-yes to process the tagged checks, Appak 
will ask you to wait while it process the check. Once it’s done, the check will be marked V-
void on the status column, and the invoice will be selected for payment to be issued. Push 
<Esc> and you will be prompted if you want to reprint the check. 

 

 


